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AGREEMENT

This Agreentent is entered into between Harvard University and Harvard
Union of Clerical and Technical Workers (HUCTW), atfiliated with the
American Federation of State, County and Municipal Employces, AFL-C10.

DEFINITION OF UNIT

On November 10, 1988, the National Labor Relations Board certified
HUCTW as the exclusive collective-bargaining representative of the employ-
¢es in the unit found to be appropriate. The definition of the Unit, as amended
by the N.L.R.B. December 29, 1988, and subsequently by the parties, is as
follows:

All full-time and regular part-time clerical and technical (including service)
employees {(who work at teast 17 1/2 hours per week) who have been classitied
to be in grades 47U-55U, and who work in Massachusctts, excluding all other
employees, all students of the University (on the student payroll), employecs in
the existing bargaining units, contidential employces. professional employces,
managerial employees. casual employees, temporary employees hired for three
months or less, part-time employees who work less than 17 1/2 hours per week.
employees on permanent leave, guards and supervisors as defined in the
National Labor Relations Act, and those positions which are appropriately clas-
sified as exempt under the Fair Labor Standards Act.

PREAMBLE

Transition

In his statement of November 4, 1988, President Derck Bok said, “We will
commence a new chapler in our relations with the Harvard Union of Clerical
and Technical Workers. I will work to make this relationship as constructive
and harmonious as possible.” Kris Rondeau and Marie Manna. in their letter
of November 7, 988 for HUCTW, stated, “*We are looking forward 1o build-
ing a cooperative and constructive relationship between the Union and the
administration,” The partics agreed to begin their relationship with a 60-day
period of transition meetings, with the assistance of a nevtral facilitator, 10 get
acquainted, to explore mutual priorities and philosophies, 10 share all relevani
statistical information, and to plan negotiations. The joint Transition Team
recognized the opportunity of developing a cooperative problem-solving rela-
tionship between the parties and affirmed a commitment 10 create new pat-
terns of relations.




“Understanding”

On February 13, 1989, as a prelude to negotiations, the Transition Team
issucd the following “Understanding™ '

We have learned, during the transition, that we share numerous hopes and
concerns. It is our common purpose, through the framework of this
Understanding, to work together to advance the long-term role of Harvard
University as a premicr center of learning, research and teaching. 1t is com-
monly understood that Harvard has come to be governed, in the broadest
sense of the term, through a cooperative process among governing boards and
administrators, faculty, students and alumni, in which cach plays a role. This
Understanding welcomes the support stafl in libraries, in laboratories, and in
academic and administrative offices and centers, represented by HUCTW, as
a valued and essential participant in this process,

We have also Icarned that we agree about the value of deceatralization. The
creation of knowlcdge and its dissemination through scholarship and teaching
are decentralized at Harvard, with responsibility distributed to the variouns
faculties and in turn to academic groups, librarics, museums and laboratorics.
We can agree that some matters affecting the support staft and their work
environment nced Lo be consistent across the University, while other ques-
tions are better left to joint discussion in the separate and diversified units and
departments. Indeed, it is our common view that insofar as it is practical and
equitable, constructive relations in the individual workplace are to be encour-
aged as lhe focus of problem-solving.

Finally, we have lcarned that we share a commitment-to the processes of
reasoned discourse in resolving problems and issues that may arisc within
separale departments and units, as well as in contract ncgotiations and
University-wide problem-solving. We agree to listen to cach other persistent-
ly and pay careful attention to relevant facts and concerns from all corners.
We further dedicate ourselves (o training and developing these problem-solv-
ing skills in the administrators and supervisors of the University and in the
officers and representatives of HUCTW,

In sum, we have learned that we can begin o agree on principles and stan-
dards which can apply well and reasonably to every part of this diverse and
historic institution. We are optimistic about a future which continucs in that
veln.,

“Crossroads”

In the months immediately belore the beginning of ncgotiations on a
rencwal of the Agreement in 1992, the University and the Union agreed to
engage in broad, informal discussions designed to prepare for (hose talks.
Nearly 300 HUCTW members, managers, and faculty members, gathering



separately in 30 different schools and departments, took part in a series of
meetings called “Crossroads.”

In a statement released on November 1, 1991, the members of the
University Joint Council wrote that “by sharing different perspectives on
working at Harvard, these groups will be able 10 idemily ideas, concerns, and
approaches that will enrich, faciliate, and simplify the negotiations to follow.
Our hope is that they will create a positive and constructive eavironment for
the negoliations.”

ARTICLE I - JOINT COUNCILS AND
INDIVIDUAL PROBLEM RESOLUTION

JOINT COUNCILS

Introduction

Those who work at Harvard University, including facuity, administrators
and siaff, recognize the contributions of each employee i support of the
Universily’s mission of excellence in teaching and research. Further, we
acknowledge that these efforts will benefit the University and its employees
best if carried owt in a spin’t of trust and cooperalion with open communica-
tion.

To achieve this common goal, the Umversny and HUCTW have enoavcd
in discussions (o build a framework for greater employece. participation at
Harvard. These discussions have led 1o the following basic understandings: .

* Participation by empioyues COnCernting workpl.iu. tssues which affect them
is desirable for the Umvusny communpity.

» There should be employu, pamupduon within cach school or admmmra-
tive department.

+ Each school and administrative unit of Harvard has 2 unigque culture and
therefore an cmployee participation program must be flexible to accommao-
date the needs of the school or administrative department and its stalf,

The forum for local employee partic‘ipation in workplace issucs wiil be called
the [Name of School or Administrative Unit] Joint Council (JC).

Objectives and Principles of the foint Council

The Council is intended to be a forum for the discussion of all workplace
matters thal have a significanl impact on staft. Such discussions may include
an evaluation of current policies affecting staft as well as consideration of
proposed chaages in poticics or in workforce arrangements affecting staft.




Individual problems which arise witl not be addressed by the JC but will be
handied under the Problem Resolution procedure described below under
Individeal Problem Resolution. However, if the Regional Problem Solving
Team finds a recurrent problem which it believes requires review at the JC
level, it will refer the policy aspects of such matter to the JC. In such cases
the JC will obtain ali relevant information on the matter from the Problem
Solving Team.

Through the JC the partics seck to promole communication and consensus
building between the managers and staff of the University.

To achieve these objectives the Council will be guided by the {ollowing
principles:

* The members of the JC will work together in a spirit of trust and coopera-
tion in an attempl to reach consensus on matters under discussion.

It is recognized that an integral part of consensus building is the identifica-
tion and ohjective evaluation of information and Facts relevant o an issue
being discussed. This will be a joint endeavor.

It is agreed that the JC will not haw the aulhonty to pursue any action
which has the effect of amending or contravening a specific provision of the
Agreement between the University and HUCTW. It is agreed [urther that a
consensus recommendation adopted by a JC and accepted by the Dean or
_ Viee' President {or other designated administrator) will pot be regarded as a
' prer.cdunl elsewhere in the University unless it has been reviewed and
approved for wider appllwlion by the University Joml Council described
below.

Structure

The JC for each school or administrative department will consist of an
equal number of bargaining unit and management representatives from that
school or administrative department. HUCTW will appoint or otherwise
select its representatives of the bargaining unit. The school or administrative
department will appoint inembers including faculty, administrators, supervi-
sors. and other staff as appropriale.

In the interest of effective communication it may be desirable ta have one
Union and one University representative serve on both the Joint Council and
the Regional Problem Solving Team described below under Individual
Problem Resolution. However, this is left (o the respective parties to decide in
cach work community.

The number of members from the bargaining unit and the University will
be determined by the Union and the Dean or Vice President (or other desig-
naicd administrator), o achieve a balanced representation of the various con-
stituencies within the work community.



Each school and administrative department will establish at lcast one JC.
However, because of differences in size, organization or geographic loca-
tions, a school or departinent may elect 10 establish sub-division JCs 1o
enhance communication within sub-units, Sub-division JCs will be in addi-
tion 1o the JC of the school or department. The JC will have the responsibility
for coordinating all council activities.

The Union and the school or administrative department will each designate
one member (o serve as co-chair of the JC. All functions of the Council will
be carried out under the direction of both co-chairs. In addition, the co-chairs
will be responsible for the planning of the Council agenda and scheduling of
meetings.

Implementation and Review

When a consensus recommendation is reached by the JC it will bc commu-
nicated promptly (o the Dean or Vice President (or other designated adminis-
trator) by the co-chairs. It is expected that such officer will seriously consider
and respond promptly Lo the recommendation of the JC.

In the event a consensus recommendation cannot be reached within the JC
or worked out with the Dean or administrative officer involved and if the
issue concerns the interpretation or application of the collective bargaining
agreement, such issue may be referred to the University Joint Council (UJC).
The UIC will consist of six members, three of whom will be appointed by the
President of the University and three by the Union.

The UJC will confer with the co-chairs of the JC to determine lhc nature of
the unresolved issue. It may conduct whalever inquiry is deemed appropriate
to assist in the resolution of the issue. The parties recognize that the UJC may
develop alternative ways of resolving a particular issue which may not have
bcen thought of by the JC or have been available to the JC.

In the event a consensus recommendation within the UJC cannot be
reached, the UJC will seck the assistance of a mediator acceptable to both
parties. The mediator may make recommendations for the resolution of the
problem, but in no case will the mediator be empowered to make a final and
binding decision on an issue unless it invelves the interpretation or applica-
tion of the terms of the basic Agreemént or those provisions of the Manual
that have been determined to be arbitrable.

In addition, the UIC will become involved when issues of University-wide
significance arise. However, the UJC will have no authority to modify the
terms of the Agreecment between the partics.

During the 1997 contract negotiations the University and the HUCTW
reaffirmed their commitments to the basic understanding refercnced in
Article I of the Agreement.




In support of the realfirmation the University agreed to sponsor a series of
joint training sessions in 1998 for Joint Ceuncil members and also agreed to
work collaboratively with HUCTW (under the leadership ol the University
Joint Council) in revitalizing the Joint Council process.

INDIVIDUAL PROBLLEM RESOLUTION

Introduction

We acknowledge that individual workplace problems will arise at Harvard
University and that a fair and constructive approach should be established to
address such matters promptly. Problems should be dealt with in an expedi-
tious manner and should be processed through the problein reselution proce-
dure without unnecessary delay. We agree that the following principles will

apply:

= Workplace problems are best solved at the tocal tevel.

Conscnsus building is olten the most effective approach o problem-solving.

Open communication is essential to achieving consensus in problem resolution.

Individuals serving in the problem resolution process must be skilled and
traingd to be most elfective.

Participants in the problem resolution process will respect the privacy of the
individual involved and will treat the issues in a cenfidential manner,

The process of problem resolution is intended to be flexible and should
encourage the use of all resources appropriate to the specific issues.

The structure should encourage employees to seek resotution of individual
work-related problems.

The process outlined in the following problem resolution procedure may be
modified by mutual agreement of the members of the local problem-solving
group lor a specitic situation because of extraordinary circumstances.

When agreement is reached in resolving a workplace problem. any correc-
tive action required will be taken promptly.

The individual employee whose problem is being reviewed shall be given
an opportunity to be heard at each level of the problem resolution proce-
dure. Such opportunity shall also be provided to other persons directly
involved in the problem. :

Emplovee-Supervisor Discussions

In the event an employee covered by the collective bargaining agreement
experiences a problem in the workplace, cvery effort should be made to



address and resolve the matter through direct and Torthright communication
between the alfected employee and the immediate superviser and/or other
appropriate management personnel,

In the event an employee and supervisor are unable to resolve the problem,
they should request assistance from authorized representatives of HUCTW
and the local personne! office to work together in developing a fair and rea-
sonable solution to the problem. The objective of this support is o facilitate
the problem-solving process between the employee and the supervisor,

In the event a satisfuctory solution to the problem is not reached, the
employee, the employer, or the Union may conlinue the process by requesling
a review of the siluation with the Regional Problem Solving Team.
Individuais should request RPST problem solving within 30 days ol the inci-
dent/problem.

Regional Problem Solving Teum

The Regional Problem Selving Team (RPST) is an important element in
the resolution process. Every effort should be made to reach a satisfactory
solution. and it is expected that few problems will remain unresolved at this
level. -

The RPST will consist of an equal number of qualified representatives des-
ignated by the Union and the school or adminisirative department.

It is recognized that an integral part of consensus building is the identifica-
tion and objective evaluation of information ‘and facts relevant to an issuc
being discussed. This joint endeavor will be carried out by two members of
the RPST, one representative of the Union and one representative of the
University. The RPST should be encouraged to scek additional resources as
necessary and appropriate in addressing a specific problem. An appropriate
summary of the proceedings should be kept by the RPST. .

In the interest of effective communication it may be desirable to have one
Union and one University representative serve en both the RPST and the JC
of the schoul or administrative unit. However, this is left to the respective
parties (o decide in each work community. If the RPST finds a recurrent prob-
lem which it believes requires review at the JC level, it will refer the policy
aspects of such matler to the JC.

In the event consensus cannol be reached within the RPST, the unresolved
individual problem will be referred promptlty to the University Problem
Solving Team. Normally, a party sceking further review of a problem should
nolity the UPST within ten days of the completion of the RPST process.

University Problem Solving Team

In support of the RPST, the Union and the University will provide a
University Problem Solving Team (UPST) of expericnced persons. The mem-
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hership of the UPST will consist of an equal number of representatives from
the Union and the University whose primary responsibility will be o the
UPST.

The function of this group will be to augment the work of the RPST and to
support the concept of local problem solving. Designated members of the
UPST will confer with the RPST to determine the nature of the unresolved
issuc. They may conduct appropriate inguiries (o assist in the resolution of
the issue by consensus. The UPST will prepare a summary of its activitics in
cach case. Normally, UPST cases should be completed within 45 days of the
referral. (Note: Some cases may last longer for specitic reasons.)

Mediation to Final Conclusion

If the problem remains unresolved aflter all these efforts have been exhaust-
ed, the Union or the University may request the assistance of a mediator
acceptable o both parties to the Agreement. The objective of the mediator
will be to seck a fair and equitable solutton which takes into account the
needs of the employee and the University.

The mediator may make recommendations for the resolution of the prob-
lem and, if a consensus is still not reached, will make a final decision.
However, the mediator will have no authority to make a final decision on any
matter which doces not involve the interpretation or application of the terms of
the Agreement including the provisions of the Manual determined (o be arbi-
trable. . o ‘

The University and the Union will work closely with the mediator in this
process, and all reasonable resources will be made available.

JOINT TRAINING

The Union and the University will jointly train facilitators (o assist the JCs
and will provide basic training lor RPSTs. In addition, the Union and the
University will develop a range of supplemental training programs from
which the RPSTs and JCs may sclect.

TIME ALLOCATION

The parties agree that the activities of the JCs and the RPSTs will require a
reasonable time away from other work duties. Scheduling will be mutually
agreed upon between the.employee and supervisor and will reflect an appro-
priate balance of all work commitments.

It is agreed that generally no more than 4 hours per month will be required
lor JC activities. :

It is recognized that the amount of time needed for the RPST will vary
from one school or administrative unit o another and also trom one month O
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another, dependent upon the Lype of problems or issues which may urise. The
parties accept the principle that the number of RPST participants will be
adjusted 1o prevent an unrcasonable burden being placed on any given
employee or work unit. In extraordinary circumstances requiring unusual
time commitments, the school or administrative unil and Union will review
the situation and alter the number of members serving on the RPST or deter-
mine ancther appropriate solution. Apart from the above, the parties have
agreed that additional release time of one day per month for members ot the
HUCTW Executive Board and two hours per month for HUCTW Joim
Council team leaders would be appropriate in support of our joint processes.

ARTICLE 11 - WORK SECURITY

Philosophy & Gouls

The University and HUCTW share a commitment to work security.

We believe that this commitment will create a more productive and chal-
lenging workplace where change represents opportunity rather than a threat.
We look forward to an environment where personal growth and the building
of new skills are continuous, and constructive changes are embraced without
fear. ' ' ' ‘

Ongoing staff member employmeit is an important University goal and
should be maintained in situations such as those which occur because d grant
ends, when a department restructures, or when other Lhanges make thc, future
of particular positions uncertain.

Based on their history ol proven contributions, displaced staff members
will be given hiring preference over outside candidates for any vacant job for
which they are suitably qualified. '

Administration

A joint Work Security Commillee composed of an equal number of man-
agement and HUCTW represeatatives will be established. The primary func-
tion of the Committee is to provide an etfective process for achieving work
security goals consistent with ihé mission of the University. To pertorm this
function elfectively, the Committee will:

» Meet regularly to review University-wide information and data regarding
layoffs and placement and/or rchire of layoff candidates at the University,
including an analysis of local trends relating to schools and/or departments
at the University, both current and projected and w report back w the
University Joint Council and the University community.




+ Develop and review case management best practice guidelines and materi-
als, inchuding puidelines rogarding appropriate job families and/or positions
for which layoff candidates should apply.

Develop joint training programs and materials for case management.

Entervene with school or administrative department human resource officers
where apparent aclion or inaction on the part of that unit is impeding expe-
ditious job placement as provided above.

+ In cases where disagreement arises at the local level, the Committee may
authorize the continuation of wages and benefits for up to three (3) months
where appropriale.

+ At the Committee’s discretion, authorize the extension of wages and bene-
fits for up to three (3) months beyond the initiat three (3) month work secu-
rity period provided for in the Personnel Manual. Any decisions to exlend
wages and benefits will be funded through the centrid funding of the Joint
Work Security Committee as provided for in the Side Leuter regarding the
Joint Work Security Committee.

Hiring
In addition, the Committee will:

» articulate goals with respect o work security, case managemeni and the
placement of layoft candidales: and

«« participate in the design of programs and processes (o promote those goals
within the Harvard community. :

ARTICLE IT1 - EDUCATION AND CAREER DEVELOPMENT

As members of a learning community. the University and HUCTW place a
high value on training and education. In that spirit, the University and the
Union share a commitment to making Harvard a workplace where all staff
members have rich, plentiful opportunities for learning and skill develop-
ment, whether for enhancement of a current job, for career growth or
advancement, or for general professional and intellectual betterment.
Employees should seek out. and the University and its schools and adminis-
trative units should support and encourage. participation in a wide range of
career dcvclopménl activities including: job training and skill building, job
enhancement, the pursuit of formal education, and opportunities to transfer
within the University. .

To that end, the University and the Union agree to the creation of the
Harvard Academy of Workforce Education, The purpose of the academy will
be to evaluate and strengthen the professional development programs avail-
able to Harvard stalf.



An Academy Steering Committee witl be formed, with administrative and
HUCTW representatives, as well as faculty members specializing in adult
learning and workforce development. The Academy Steering Commitice will
begin meeling as soon as possible, with a goal of establishing the Academy
on January 1, 2002, '

The Academy, under the leadership of the Steering Committee, will focus
on three primary activities: -

» the assessment of training and skill-building needs in the Harvard work-
force, evaluation of current professional development programs, and recom-
mendation and institution of new programs; :

» creation of a University-wide information clearinghouse, accessible 1o all
staff, on existing programs and resources both inside and outside of
Harvard, as well as a set of related policy guidelines for staff and their
supervisors;

+ comrunication and outreach, to promote participation in workplace leamn-
ing and training opportunities for all Harvard staff.

In the area of new program development, the University and the Union
have agreed to make new programming available to HUCTW members in
several areas, including;

= Basic literacy, ESL and GED skills, via an expansmn of the Umvcrslly 8
Bridge program; and

* Adult basic education or “brush-up” training, for staff members desiring
improved writing, quantitative and beginning computer skills. -

Further, a program of “soft.skills” training, in areas such as communica-
tion, mecting skills, public service, counseling, problem-solving and negotiat-
ing skills, will be considered by the Academy Stcering Committee,

The Union and the University recognize the complexity of balancing work
schedules with the flexibility olten necessitated by education or training of
staff. However, in mariy cases, staft members will need time away from their
regular work duties o participate in professional development activities.
Cooperation between staff members and managers in scheduling is therefore
critical (0 making workforce learning’oppdrlunilics real and accessible, and
requests for time away from regular work duties to paﬂmpatc in professional
development may not be unreasonably denied.,

The University and the HUCTW share a commiiment to joint labor/man-
agemenl training for members of joint councils, problem solving teams, joint
committees and others as well as a commitment to exploring issucs of work-
place design, as currently manifested in the “New Work Systems at Harvard
(NWSH)" project. Funding for such training and NWSH shall be in the
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amounts of $300,000, $315,000, and $335.000 respeclively for each fiscal
year beginning July 1, 2004, 2005 and 2006. Funds not utilized in any fiscal
year shall be carried over to the next fiscal year,

A joint Steering Committee was established, consisting of equal numbers
of designees of the University and the Union, to monitor the implementation
of poticies and principles set forth in this Article. The Committec functions
by consensus and consults the University Joint Council in the event of diffi-
culty reaching consensus.

Training

The Union and the University have a strong mutual interest in the educa-
tion and career development of workers. The Union and the University agree
to establish a Joint Commiltee on Education and Career Development to
engage deeply in a partnership to plan for and carry out the most effective
means of delivering [irst-rate programs of training, education and personal
development.

The Comimiitce will undcitake a scrious review of the stalc of training for
union members, including but not limited to studying best practices at other
universities and corporations; assessing the current state of employec training
and development for union members; anticipating future skill needs; propos-
ing programs and services to improve Harvard’s offerings; monitering mem-
bers’ attendance at, and response to, the University’s offerings; delermining
ways 10 measure the success of training programs and the return on invest-
ment in training; suggesting and co-developing curricula; establishing jointly
olfered courses in Problem-Solving, Labor-Management Relations, and
Financial Planning, including planning for the education of dependents and
for retirement; evaluating and understanding obstacles to member participa-
tion in education and development programs; reviewing the cost structure for
University offerings; and advocating for increased attention 10 worker educa-
tion and training.

Training opportunities offered in the University as a whole, whether cen-
trally or locally, will increase or remain substantially the same for the dura-
tion of this Agrecment. :

Local and central programs will be responsive to mutually identified train-
ing neceds. o

Release time mutually agreed upon by the supervisor and employee may be
provided for job-related or devclOpmént-oricnlcd training programs.

Transfers

To be cligible to transfer, an employee must have been in his/her current
position for at least six months on the regular payroll and be meeling current
job siandards.



Transfer candidales will reccive preference when the decision to hire is
between cqually qualified internal and external candidates bearing in mind
considerations of affirmative action. :

All transfer candidates will receive timely and appropriate information and
appropriale feedback on a decision not (o interview or not (o hire.

Educational Assistance

The Tuition Assistance Plan and fees as described in the TAP brochure of
April 2003 will continue to be in effect with the following changes:

» After one year of service, employees are eligible to take two Harvard cours-
es per term (or any combination of 8 credits per scmester) under TAP.

A staff member with two or more years of continuous service is eligible for
up to three hours per week of released time (proportionately less for part-
time staff), provided that s/he has made arrangements with histher supervi-
SOr.

TAP will reimburse staff members with at feast six months of service for 75
percent of the cost of a non-Harvard course per term up 1o maximum of
$5,250 per calendar year (July 1 through June 30).

A financial aid fund, administered by the joint Steering Committee, will be
continued in an amount equal to the lesser of fifty percent (50%) coverage
of eligible courses or $210,000, $220,000, and $230,000, for each of the fis-
cal years -beginning July 1, 2004, 2003, and 2006. Priority recipients should
be employees in development-related degree or certificate programs, and
employees working in remote locations, for whom courses at Harvard may
be difficult to attend. :

* The TAP committee has included and will include representation by
HUCTW members. ) '

Performance Development Committee

The parties share a commitment o each employee’s carcer development
and open, two-way communication between employees and supervisors.
Accordingly, a Joint Committee on Performance Development will be created
1o study various methods of performance development. including so-called
360-degree reviews. By the end of FY 2005 this joint commitice will recom-
mend how the Union and University can jointly implement an approach to
performance development by the end of FY 2006, '




ARTICLE 1V - AFFIRMATIVE ACTION AND
NON-DISCRIMINATION

Harvard and HUCTW are committed to providing equal employment
opportunity and to e¢liminating discrimination in employment,

Harvard University is an cqual opportunity, affirmative action employcer. In
order to comply with the applicable federal and state laws, the University
must meet specific posting and reporling requircments 1o make certain that
there is no discrimination in the employment or treatment of qualified
employces based on race, color, scx, creed, age, national origin, handicap, or
status as a Vietnam era or disabled veteran.

Tt is the desire of both parties that all employees be accorded fair, equitable,
and open treatment. No employee should be discriminated against in the
workplace because of his/her political beliefs, sexual orientation, happen-
stance of birth, medical history or stalus, parental status, or any other reason
that is not reasonably related to job performance. All members of the Harvard
community are expected to act in accordance with the spirit of this policy as
well as the reguirements of law, _

This agreement recognizes that diversity enhances the quality of life at
Harvard, and that active outrcach Lo the community benefits both the
University and its surrounding community.

A subcommitiee of the University-wide EEOC will be established for the
purpose of promoting affirmalive action and anti discrimination initiatives as
they relate to this bargaining unit, one member of which would also be a
member of the University-wide EEQC,

The subcommuttee will prepare a pamphlet, which describes mutual objec-
lives and recommendations regarding training, recruiting, hiring, retention
and carcer development to be considered by the parties.

The subcommittee will receive and review statistics and reports regarding
cqual opportunity and affirmative action in the bargaining unit.

In consultation with the Joint Councils, the subcommittee will identify and
recommend programs aimed at enhancing affirmative action.

ARTICLE V - HIRING

Each ycar hundreds of support stalf hiring decisions are made at our
University. The quality of these decisions significantly affects the organiza-
tional climate in the work community and the University’s success in achiev-
ing its mission ol excellence in teaching and research. The parties find the
following general principles desirable and effective in the hiring process:

1. [Initially, it is understood and reaffirmed that negotiated understandings

in the current Agreement must be appropriately applied in the hiring
process. These must be considered carefully in every hiring decision.
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To illustrate for emphasis:

« Article IV (Affirmative Action and Non-Discrimination) “Harvard and
HUCTW are committed to providing equal employment opportunity and
1o eliminating discrimination in employment.”

« Article Il (Work Security) States that “based on their history of proven
contributions, displaced staff members will be given hiring preference
over outside candidates for any vacam job for which they are suitably
qualificd.”

« Article lil (Education and Career Development) Provides that “transfer
candidates will receive preference when the decision to hire is between
cqually qualified internal and external candidates bearing in mind consid-
erations of affirmative action.” -

2. In consultation with the Union the University will provide support,
through training or on-the-job mentoring, to those responsible for hir-
ing of support staff in such illustrative areas as the following: (a) legal
requirements, (b) HUCTW contractual constraints, (¢) identification of
critical skills needed and thosc possessed and demonstrated by the can-
didates, and (d) most difficult, yct important, the assessment of motiva-
tion, character, potential for growth and abilily 10 work successfully
within a work group.

3. Among procedural steps recommended to insure a respectful interview-
ing and hiring process for internal and external candidates are the'fol-
lowing: ' S

» receipt of applications are to be ﬂckno’chdge‘d.,

» whenever possible candidates should receive periodic information about
the timing and status of the hiring process.

* if requested, an internal candidate will be given reasons why sfhe was not
offered an interview or position.

4. To implement effectively the stated contractual goals of career develop-
ment and growth for suppor staff, career counseling will be provided
and training will be available for strengthening interviewing skills and
for resume preparation.

ARTICLE VI - FLEXIBILITY

Workers and managers- are encouraged lo approach issues in the workplace
with a sincere effort to understand the variety of responsibilitics-in people’s
lives, and to work toward reasonable accommodation of these needs balanced”
with the needs of the department.

Flexibility in the workplace is possible when workers and managers are
engaged in honest, open and engoing communication with each other, when
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there is mutual commitment to the needs of the University, and where indi-
viduals are respected and trusted. Staff and supervisors are encouraged to
jointly explore ways 1o meet workplace needs and 10 respect the important
and critical dimensions of people’s lives outside the workplace. All nceds
should be considered when exploring ideas of flexible scheduling.

Examples of flexible scheduling may include: modified work or lunch
hours, compressed work weceks, part time schedules and job sharing. Workers
and supervisors are encouraged to seek assistance from all available
resources in developing flexible arrangements. Resources can include, but are
not limited to, human resources offices, union representatives, the Office of
Work/Life Resources and Regional Problem-Solving Teams (RPSTs).

ARTICLE VII - HEALTH AND SAFETY

Harvard University agrees o fulfill the responsibilities specified below in
order 1o establish and maintain a safe and healthy workplace. Employees are
expected (o observe established policies and accepled safe work practices in
the workplace, The following practices will be part of an effective health and
safety policy:

Timely Investigation: The University explicitly recognizes its obligation Lo
investigate in a timely manner any clear or apparent health or safety risk, and
it will take appropriate remedial action.

Safe Work: The University should not require any employce to perform a
task that endangers his/her health or safety. Where potential risks exist,
employees should receive appropriate training.

Information: The University should make readily available information on

any hazardous materials used by or in the vicinity of employees. In addition,
information concerning procedures and techniques (o be used in handling
such matertals will also be readily available. This requirement applics
whether such malerials and procedures are used routinely or on a temporary
basis. :
Emplovee Participation: Active participation by employees in the preven-
tion, identification, and resoiution of health and safety problems is a vilal part
of an effective health and safety policy. Where technological changes are
concerned, affected employees should be informed as soon as possible of
plans to introduce or alter automated systems. The opinions and advice of the
employees who- will regularly use such equipment and systems should be
solicited in the planning and selection process.

Training/Education: The University and Union should work together to
create and tmplement safety orientation programs for new and transferring
employces. Timely and appropriate training must be provided to accommo-
date changes in equipment or practice.



Area Safety Committees: Tt was agreed that, in order to enhance communi-
cation, promote awareness, and encourage participation, Safety Committees
be established where appropriatc. A Committee responsibic for issues of
environmental health and safety was designated in each school and adminis-
trative unit. The number, composition, and frequency of meeting was agreed
upon by the primary Joint Council representing each school and administra-
tive unit. ‘

University-Wide Committee: A University-wide health and safety commit-
tee was formed with representatives from the Union and the University in
equal numbers. The Director of the department of Environmental Health and
Safety co-chaired the committee with a member of the Union. Members of
this committee were allotted a maximum of five days of training on release
time per year., The charge of the committee was 1o recommend topics for
hcalth and safety training and orientation and to promote the cxchange of
information regarding safety programs and their implementation in operating
units. The commitiee was also given the authority to review and analyze
reports and statistics related to occupational injury or illness of bargaining
unit members. ' ‘

Mediation to Finality: Should a dispute develop over the responsibilities of
the University in_this Article that proceeds to mediation 1o finality under this
Agreement, the laws and government regulations where applicable will be
used to provide guidance to the mediator, but they may be exceeded for rea-
sonable and appropriate reasons, (See Manual; Health and Safc;ty.).

. ARTICLE VIiI - PENSION

I. Effective July 1, 2002, Harvard will impicment a new retircment pro-
gram for HUCTW support staff. The new program is a defined contri-
bution plan, which will be funded entirely by Harvard. -

Under the new defined contribution plan Harvard will contribute an
amount equal to a percentage of an employee’s salary, which percent-
agc is delermined by the employee’s age and salary. The plan is an indi-
vidual investment arrangement and each participant will direct how
his/her contribution will be invested in the same array of {unds as are
available lo the faculty. Effective July 1, 2002, the default investment
fund for HUCTW staff members will be the TIAA Traditional Annuity
Fund. - C ‘

The contributions made by Harvard will be determined as follows:
under 40 years of age and up to the social securily ‘wage base - 5%:;
under 40 years of age and above the social security wage base - 10%;
40 years of age and above and up to the social security wage base -
10%; and 40 years of age and above and over the social security wage
base - 15%.




y

All HUCTW employees hired before fuly 1, 1996 are grandfathered
in the 1989 Staff Retirement Plan and will relam the defined benefit
under that plan as a minimum guarantee

2. Effective July 1, 2001, HUCTW staff members hired on or after July 1,
1996 will be subject to a three year vésting period and will retain any
vesting credit they have under the existing plans,

3. Al future credits will accrue as defined above and will be fully portable

" on termination of employmem or retirement, after three years of ser-
vice,

ARTICLE IX - RETIREE MEDICAL

Effective July 1, 1995 - Eligibility will be tied to age and length of service
as follows: Employees qualify for medical and dental benefits if, at retire-
ment they are at least age-55 and have 10.or more years of pensionable ser-
vice with Harvard and the sum of their age and service is at least 75. (Note -
Employees continuously employed at Harvard since before January 1, 1986
do not have 1o meet the age 55 requirement.) Effective Tannary 1, 1996 .Early
retirees {employces retiring between age 55-64) who meet Harvard’s eligibili-
ty requirements may continue to participate in Harvard’s health plans under
the same cost sharing arrangcmcnls as 1ho<e for active employces until they
reach age 65. - -

Medex 3 and.other HMO senior p[anq will bb avallahh. to retirees age 65
and older. - :

Those employeeq rel:rmo on or afler Janunary 1, 1996 w1l] be responsible
for a share of their premiums. The University contribution will vary depend-
ing on length of service over the reuree s'Harvard career as follows:

Full Time “ . o .

Length of Service " Harvard Contribution
10 years - : P 50% -
20 years : :80% -

Harvard's contribution will increase 3 pcrccmage pomls for every year of
service between 10 and 20 years.

Retirees over the age of .65 who.celect to receive medlcal care from UHS
will be covered for the same Medex 3 benefits as other Medex 3 subscribers.

Effective July 1, 1999.- those who retire January 1, 1996 or.alter, Harvard’s
commilment Lo pay the costs of medical care for each retiree and spouse age
65 and over will grow at a rate of | pcrccntaoe point less than the rate of
growth in the Medex 3 premlum

- ARTICLE X - HEALTH
. Short Term Disability: Harvard Univcrsiﬁy has implemented a short
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term disability salary replacement program effective as of July 1, 1989,
Following a 10 consecutive working day waiting period per disability, a dis-
abled employee is eligible to receive compensation equal to 70 percent of the
employee’s base rate of pay until the employee has been absent for a maxi-
mum period of 6 months in any 12 month period. After an employee has
completed 7 full years of service, and such employee is necessarily away
from work at least 10 consecutive working days, the employee is eligible to
receive short term disability compensation equal to 100 percent of an
employee’s base rate of pay of up to 6 months in any 12 menth period. In
addition to the 10 consecutive working day waiting peried, employees are
required to spend down sick leave banks to 40 days—but use no more than
25 sick days during any one disability leave—before the benefit can be used.
In any case, an employee’s accumulated sick time may be used to satisfy the
waiting period requirement. In addition, medical certification will be
required, and medical re-certifications are required every 60 days. The
University may require employees on short term disability to participate in an
independent medical examination. No benefits will be paid under the pro-
gram for absence due to work-related injury covered by Workers’
Compensation. The cost of the program will be borne by the University.

The University and HUCTW have agreed that the interests of both the
University and the employees are better served through sound administration
of the Short Term Disability Program. In this regard the parties have pledged
their support of a strong program of claims administration which provides for
timely processing of benefits to employees who are unable to work due to
disability and which facilitates their return to work at the earliest time
through appropriate case management.

In addition the University and HUCTW encourage the use of temporary
meodified work or light duty programs which will assist employees in return-
ing to the work community by providing modification of duties or in some
cases work schedules consistent with recommendations from attending health
care providers in order to achieve full recovery within a reasonable time
frame. A program which appropriately integrates short term disability bene-
fits with modified work schedules will be developed by mutual agreement
between the University and HUCTW,

2. Long Term Disability Plan: Staff members who are on a regular pay-
roll and working at least 17 1/2 hours a week, or who receive an annual
Harvard salary of at least $15,000, are eligible for total disability coverage.
Siaff members earning less than $15,000 a year are eligible 1o participate in
the plan after one year of continuous service and, should they elect to partici-
pate, the University will pay the full cost. Staff members earning at least
$15,000 a year are eligible without a waiting period and pay a premium based
on salary. Application to participate in the Long Term Disability Plan must be
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made within 30 days of employment or notification of initial eligibility, if

later. Otherwise, applications can be filed only during the annual open elec-

tion period in the Fall and will be effective the following January 1. Except
for those who elect disability coverage during the initial enrollment period,
staff members will be subject to a one year preexisting condition exclusion.

A. Plan benefits are as follows:

1. Six months after the onset of total disability, a staff member is eligi-
ble to receive a monthly payment equal to 60 percent of salary in
effect as of the onset of disability, reduced by benefits payable by
Social Security and workers’ compensation, if applicable;

2. Continued participation, without premium charge, in Harvard’s
group life insurance, health, and dental plans if the staff member had
elected coverage and was enrolled in those plans at the onset of total
disability (health plan participation is restricted to the plan selected
by the staff member and in effect at onset, regardless of changes in
family status or open enroflment periods); and

3. Continued pension credit based on full salary in effect at onset of
total disability,

Income continvation during the first six months of disability is provided

through sick pay and short term disability programs. Long Term Disability

Plan payments will continue to the end of total disability or the staff mem-

ber’s normal retirement date, whichever occurs first.

B. Applications for Long Term Disability Plan benefits are normally made
by a letter to the Disability Claims Unit of the Flexibie Benefits
Administration Department. The letier requesting that the staff member
be considered for eligibility for benefits should be submiited as soon as it
becomes apparent to the department that the staff member is unable to
perform job duties and responsibilities in a satisfactory manner because
of a medical disability but no later than three months from last date
worked. The date of the onset of disability (generally the last day
worked) and the date on which sick pay ends must be included in the let-
ter.

The staff member may also initiate a claim for Long Term Disability

Plan benefits by contacting the Disability Claims Unilt.

C. In order for a staff member to be eligible for benefits under the Long
Term Disability Plan, s/he must be an employee of Harvard University
and covered under the plan at the onset of total disability. Staff members
have one year from the onset of total disability to submit a claim for
Long Term Disability Plan benefits whether or not s/he is still employed
by Harvard at the time the claim is submitted. A staff member’s claim for
and/or eligibility for [.ong Term Disability Plan benefits does not affect
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any decision or policy regarding whether histher position remains open
durmg any absence on account of disability.

- Joint Benefits Committee: During the 1995 contract negotiations the
University and HUCTW: agreed to the formulation of a Joint Committee on
Benefits consisting of HUCTW representatives, faculty members and senior
leve! administrators o advise the Provost, Deans, and Vice Presidents on
University-wide fringe benefits policies as they relate to members of the
Harvard community covered by the collective bargaining agreement between
Harvard University and HUCTW support staff. Specifically the committee
charter is as follows: -

A. Examine the objectives and designs of the benefits programs for support
staff covered by HUCTW agreement, and monitor their performance in
light of the need of individuals, the institution, and its constituent parts,

B. Within the limits of resources available for benefits programs, from time
to time recommend amendments to existing programs, or new prograrms,
to respond to changes in laws and regulations: needs of support staff;
competitive conditions; institutional priorities and constraints.

C. Regularly review the financial status of benefits programs for HUCTW
represented support staff and recommend measures for mamtammg fiscal-
balance within the fringe benefits pool. : :

D. Provide guidance to the University Office of Human Resources on rele-
vant administrative and procedural matters and-on communlcallons ‘
issues concerning benefits as they relate to support staff.- s

The Joint Committee on Benefits shall be limited to 10 members and shall
meet at reasonable intervals and for reasonable periods of time as appropriate
and as determined by mutual agreement. Appropriate resources reqmred to
facilitate discussions shall be identified by mutual agreement. a

4. Dental: The dental plan offerediis Delta Dental. Harvard’s percentage
(65%) contribution to-the dental plan will be equal for individuals and for
families but may be adjusted pursuant to lhe Letter of Agreement dated
Januvary 15, 1997. . . v

5. Health: Harvard offers an array of health plan choices. Harvard s con-
tribution to those plans will be a dollar amount equal to a percentage of the
cost of the lowest-cost plan: The percentage contribution (Tier I: 85%
{Annual Salary < $55,000); Tier:1I; 80% (Annual Salary $55,000 - $80,000); -
Tier III: 75% (Annual Salary > $80,000)) for health plans will be the same
for individuals and for families but may be ad_]usted pursuant to the Letter of
Agreement dated January 15, 1997,

6. Qualified Domesti¢c Partners: Harvard and HUCTW agree that employ-
ees in committed same-sex domestic partner relationships qualify for family
health insurance coverage. Employees who want to obtain health and/or den-
tal benefits for their same-sex domestic partner must first register their part-
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nership with a municipality offering a formal registration of domestic partner-
ships. Further information about domestic partner coverage should be
obtained from the Benefits Office.

ARTICLE XI - SALARY PLAN AND ADMINISTRATION

The University and HUCTW have agreed upon a salary plan and its admin-
istration that is made a pari of this Agreement. The main features of the
salary plan are described as follows:

1. The current job classifications are assigned to 9 grades numbered 47U

through 55U.

2. The minimums and maximums of each grade will be increased by 3.5

percent November 15, 2004, July 1, 2003, and July 1, 2006.

3. The width of each salary range, from minimum to maximum, will be 45

percent in grade 47U increasing to 56 percent in grade 55U,

4. The salary ranges for each grade are included at the end of the

Agreement.

5. No empioyee shail be paid below the minimum saiary of his or her job
classification. '

6. Employees may be hired at any point in the salary range.

7. The salary program will be provided as follows:

Structure Increases

Structure increases shall be awarded effective on the following dates as
qualified below:

November 15, 2004 2%

All employees in the bargaining unit on the active payroll November 15,
2004 shall receive a salary increase of 2 percent November 15, 2004.

July 1, 2005 2%

All employees in the bargaining unit on the active payroll as of July 1,
2005 shall receive a salary increase of 2 percent July 1, 2005,

July 1, 2006 2.5%

All employees in the bargaining unit on the active payrell as of July 1,
2006 shall receive a salary increase 2.5 percent July 1, 2006.

Progression Increases

Effective November 15, 2004, July 1, 2005 and July 1, 2006, employees
whose salary is less than the maximum rate of the employee’s salary grade
and who have completed at least six months of benefits eligible service at the
Universily shall receive annual progression increases or annual progression
bonuses (or a combination thereof) as set forth in the Progression Schedules
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in Appendix “A” of this agreement. Such cmployees whose salary is at or
above the maximum rate of the salary grade shall receive a pensionable pro-
gression bonus (which shall not increase the employee’s base rate or be
included in the calculation of any other benefits). Such bonuses shall be pro-
portionally reduced in the case of eligible part-time employees.

Progression increases shall be awarded on the following effective dates:
Those employees in the bargaining unit on the active payroll as of the first
work day following the observed July 4th holiday, will receive a progression
increase,

November 15, 2004

Bargaining unit employees on the active payroll as of November 13, 2004
who have completed at least six months of benefits eligible service at the
University will receive a progression increase or progression bonus (or a
combination thereof) according to the provisions above.

July 1. 2005, and July 1, 2006

Bargaining unit employees on the active payroll as of these dates who have
completed at least six months of benefits eligible service at the University
will receive a progression increase or progression bonus (or a combination
thereof) according to the provisions above.

A progression increase may not cause an employee’s salary to exceed the
maximum rate of his or her salary grade. If an employee whose salary is less
than the maximum rate of his or her salary grade is otherwise eligible for a
progression increase which would cause the employee’s salary to exceed the
maximum rate for the salary grade, such increase shall be limited to the
amount that would cause the employee’s salary to equal the maximum rate
for the salary grade, and the excess amount of such increase shall be convert-
ed 1o a progression bonus (in an appropriate percentage) and paid to the
employee accordingly.

Progression increases may be deferred or withheld altogether in cases when
an employee has serious and/or continuing performance difficulties. The
decision to withhold a progression increase is a serious matter that a supervi-
sor should fully discuss with the employee. Particular emphasis should be
focused on finding ways for the employee to improve job performance.

It is not necessary for formal disciplinary actions to have been initiated
prior to withholding a progression increase. However, in normal circum-
stances, supervisors should inform employees of their decision to withhold a
progression increase at least 60 days in advance. Such a decision should not
come as a surprise to the employee and is subject to problem-solving proce-
dures at the request of the employee.

Other Increases

Salary increases for other reasons may be granted at any time, subject to
policy and approval requirements established by local units and the
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University. At 2 minimum, proposed increases must be discussed with and
approved by the local personnel office responsible for the area.

Job Classification

Each clerical and technical position has been assigned a job title and classi-
fied to one of the nine salary grades in the job classification system (see erid
in the Appendix). These assignments reflect Judgments about the degree of
skills, abilities and special training required to perform the job’s duties and
responsibilities, and the complexity and value of the job relative to others
performed at the University. Effort required to perform the job and conditions
under which an employee would regularly work are also considered. In addi-
tion, classification decisions need to consider and react to local market fac-
tors in order for Harvard to attract and retain qualified staff. Maintaining fair
and equnable classnﬁcatlons of all jObS at Harvard is the objecuve of this
process. .
Job Reclassification

- People and jobs are not static. They change constantly; sometimes gradual-
ly and sometimes rapidly. In order to keep.up with these changes, job descrip-
tions should be rcwewed periodically and revised to reflect current responsi-
bilities. Local managers are primarily respon31ble for ensuring that job classi-
fications of individuals in their area remain fair and equitable and properly
reflect the duties and responsibilities assngned to thcm as well as the skills
and éffort required to do their job.”

Whenever there have been substantive, measurable chan'g‘es in a job’s con-
tent and responsibilities, which cause the job to appear inappropriately classi-
fied, a reclassification review should be initiated.

These reviews may be requested by a supemsor a pcrsonne] officer or an
employee. Regardless of who makes the request, it is important that the
request be dealt with promptly and thoroughly. Ordmarlly, the reclassification
decision should take no Jonger than four weeks from the time it is submitted
to a local personnel office. In cases .where an employee has made the request,
the personnel officer or supervisor should keep her or him informed of the
review’s status, including a general sense of when a dec1s1on can be expected.

The University Joint Reclassification Commlttee composed of equal repre-
sentation from the Umon and the Umversnty, will review and assist in the res-
olution of cases not settled at the'local level. The joint team shall be the final
arbiter of reclassnﬁcatlon disputes not settled at the local level. No such dis-
putes shall be settled except by consensus of the Joml team and such deci-
sions achieved by consensus shall be binding on all parties. The joint team
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may at its discretion alone utilize technical studies or mediation in reaching
its consensus.

The specialized joint team will also review and study the current reclassifi-
cation application form, and the job titles, generic job descriptions, and
assignments of job titles to salary grades in the job classification system, and
suggest changes.

Normally, a salary increase should be granted when a person is promoted
or reclassified to a higher grade. The amount of the increase should reflect
the employee’s skills and experience in relation to those required for the posi-
tion, and in relation to those of others who work in their unit. It should also
reflect the difference in salary level of the old and new job.

An increase or advancement to a higher grade will not affect the employ-
ee’s eligibility for structure or progression increases.

An individual employee may be required in the perfo